U.S. Department of Housing and Urban Development

Office of Public and Indian Housing

Tenant Assessment Subsystem (TASS) User Guide (draft)

Release 5.0

For use by Public Housing Agencies,
Private Owners, Management Agents, and
State Housing Agencies Acting as Contract Administrators
in the Verification of Tenant Social Security and Supplemental Security Income

September 2003



Office of Public and Indian Housing
Real Estate Assessment Center, Tenant Assessment Subsystem
1LLL]

Table of Contents

B 1o o o (U Tt u T o PP 1
S 01 1
B.  ADPPICADIILY crvuiiiiiii e 1
C. Advantages of the TASS Online SS/SSI Benefit Information..........cccoeevviiiiniiiinnns 1
D.  DEfiNIIONS....ciiiieeeieiices e e s e e e e e e e e e e e e e e e e e e e e e ren s 2
E. Superseded DOCUMENL........ccoiiiimeiei e eecerire s e e e e e e e s e e e e e e e e e e e e e e e e nnnnnns 2
F.  Internet (WeD) SiteS ...iiiuruiiiiiiiiie it s a e e ra s 2
2. HUD Monthly Computer Matching of SS and SSI Data .......cccccceeveviveiniiernniennnenn, 4
A.  Description of Monthly Computer Matching ProCess .........cevieiiiniiiieeininiieeennnnsseennnns 4
B. Program Administrators’ Responsibilities for Submitting Tenant Data to PIC and
TRACS oottt r e e e e r e e e e e r s 6
3. Accessing the SS/SSI Reports via the TASS Online System..........ccooovviiiiinnniiennnn. 7
/AR o1 0o L8 ot o o JF PRSP 7
B.  Obtaining INternet ACCESS .....ccvuuiiiiiiriiiiiiiiiiie e ran s 8
C.  ACCESS ROIE TYPES evuiiiriieiiii et s et r e re e e s e e e s e ae s e eae s e ra s s ena s e eansernnsaennnnaes 8
D. Logging on to HUD’S SECUre SYSEEM ......ccceiiiimeiieeieeeeeecernee s s e e e e e rennne s e e e e e eeeennns 9
E.  Accessing the SS/SSI REPOIMS .....uiiiiiruiiiiiiiiiisseerii s e s s s s e era s e e s s e rnas 9
F.  Printing the SS/SSI REPOIS .....uiiiruiiiiiieiiii st er s s r s e s e e e e e ees 10
G.  Saving the SS/SST REPOIS .....ccvuiiiiiiiiiiiis e rr e er e s e e ea s e rn e ena s 11
H.  Downloading the Data FilesS ...........uoiiiiiiiiiieieeee e e e e e e e 12
L. Distributing the SS/SSI REPOIS ....cvvuiiiiiiiiiiiciriiie e rrr e 12
4. Using the SS/SSI REPOMS....cuiiiriieriiieiieeieses e e s e s e s s e e e s eneseaserneenns 14
A, INtroduction .....ooovviiiiiiiii 14
B. Use SS and SSI Reports to Verify INCOME......c.eiiiuiiiiiiiiiiii s ern e ena e 14
C.  Verifying SS/SSI Income with the Benefit History REports ........cceevvvvevviiiveininnnnens 16
D. Resolving Tenant INCOME DiSCrEPANCIES .....evvvuuurerreerrerennnaeeseeeeerrennnnasseseeeeeeenns 17
5.  Privacy Law Requirements ........coiiiiiiiiiiiiiniiiiisrs s s 21
S = Ta [T = | B I 1V APPSR 21
5 T = 1 < = PN 22
Appendix I. DEfINItIONS. .cvueet e 23
Appendix II. Logging 0N 0 TASS ....euiiiiii i 25
Appendix III. The TASS System MEeNU .....ovvuiiiiiiicei e 30

TASS SS/SSI Income Verification User Guide Page i



Office of Public and Indian Housing

Real Estate Assessment Center, Tenant Assessment Subsystem

Appendix IV. Accessing the Monthly SS/SSI RepOItS......c.ovvveiiiviniernrinnienneennns. 32
A.  Accessing Monthly Reports by Household............ccooiiiuiiiiiiiic e 33
B. Accessing Monthly Reports by PHA ... r e 38
C.  Accessing Monthly Reports by FHA Contract NUmber .........coovvevviiiiieiiiiiieeineeneens 43
D. Accessing Monthly Reports by FHA Project Number..........coovvvviiiiiiiiii e, 48
E. Viewing the Detailed REPOMS......ccuiiiiriiiiii it a e e 53
Appendix V. Sample Benefit History Report for PHAS.........cccoviiiviiiiiiiiececnennens 57
Appendix VI. Sample Benefit History Report for O/AS .......cccveeiiiviiiiniiinnniennneenn, 58
Appendix VII. Description of the Codes Used on the Benefit History Report........ 59
Appendix VIII. ~ Sample Income Discrepancy Report for PHAS.......c...ccoeeevvievnnnnnn. 65
Appendix IX. Sample Income Discrepancy Report for O/AS ........cccevveevieiiennninens 66
Appendix X. Description of the Codes Used on the Income Discrepancy Report 67
Appendix XI. Explanation of Descriptions on the Error Reports.........ccccevuvvennnnes 71
Appendix XII. Downloading SS/SSI Data FileS.......ccccoviiviiiiiiiiii e 73
Appendix XIII. Database Field Descriptions for Downloaded Data Files................ 76
Appendix XIV. Downloading and Using HTML SCiSSOIS......c..ovirerriirenirirrnneeennnns 78
A. Download and Install HTML SCISSOIS ....uuiiiirruiiiiririinisesssissssssssnssssssnssssssnnssssesnnns 78
B. Use HTML Scissors to Print SS/SSI REPOIS.......cicvuiiiiiiiiiie i e enn s ena e 81

TASS SS/SSI Income Verification User Guide Page i



